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Repubhke ng Pilipinas ™
PAMBANSANG PANGASIWAAN NG PATUBIG
~ (Natiopal Irrigation Administration)
Lungsod ng Quezon

MC i =Y 85 1973

MEMORANDUM CIRCULAR

TO t ALL OHIEFS OF DEPARTMENTS AND STAFFS;
- ALL HEADS OF SPEGIAL PROJECTS; REGIONAL,
PROVINCIAL AND PROJECT ENGINEERS; IRRI=
GATION SUPERINTENDENTS AND/OR OFFICERS-
IN-CHARGE OF 1BRIGATION SYSTEMS/OFFICE
National Irrigation Administration

SUBJECT 3§ QCivil Service Examinations for Senior
and Junior Stenograghers :

Quoted pereunder isg Examipetion Announcement
No, 2, a. 1973y"ef ‘the- Givil Service Oommission, for
your . iqformation and guidances

"Republic of the Philippines
OIVIL SERVICE COMMISSION
Quezon Oity

The Civil Service Commission announces open competitive
examinationa to establish registers of eligibles from
vhich to fill the following positionsg

JUNIOR STENOGRAPHER
SENIOR STENOGRAPHER

PLACE OF EXAMINATIONS: Manila
DATE OF EXAMINATIONS ; Mey 6, 1973

Applications may be filed with the Application Division,
Recruitment and Examinations Department, Civil Service

. qumiaeion Ablaza BuildingL 117 B, Rodriguez 8r,
e

Ayenqe, Quezon O0ity, not later than March ‘30, 1973, or
if meiled, must be poetmarked not later than March 23,
1973o THE RECEIPT OF APPLICATIONS, HOWEVER, MAY BE
OLQSED AS S00ON AS A SUFFICIENT NUMBER OF APPLICATIONS

HAVB BEEN EEOEIVED.

APPLICANTS ARE ADVISED T0 OHECK CAREFULLY WHETHER THEY
MEET THE ADMISSTION REQUIREMENTS AND ONLY THOSE WHO MEET
THEM SHOULD APPLY FOR THE EXAMINA’I‘IONS. o

 DUTIES

JUNIOR STENQGRAPHER - Under immediate supervisiom,
takes diptation, transcribes shorthand notes, and
typeq office correapopdenoe, oiroulare, ‘memgranda,
and reports; sortes, indexes, and files correspon-
qepce,-reoordp and other dooqmente;’ﬂille out form
letters and roqtine indorgements; furnishes approved
information to the public; and does related work,
SENTOR STENOGRAPHER - Under general supervision, takes
g trgnggribep technical ox difficult dictation; =
supeyvieeq and p&rtioigatee in the work of a small
group of atenographerg aqq typiste; or derves as
aﬂpiptant head of a large group of stenograpners and
typiste; oy acts as seoretary to the head of 'a minor

organization unit; and does related work.




PARTS AND WEIGHTS OF EXAMINATIONS
The oxaminations will be related ta the duties men-
tioned above and will consist of the followinga
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. MEIGHTS |
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41+ General Test (60 required) - -, 30 : 30 :

' '
-,2. Stenography (60 required)- - -, 50 ' 50 :
' ' ' b
.3. Copying from plain copy R ‘ ' '
. (typawriting)- --, 20 , 20 ,
' ' - 3 [}
' ' ' '
, T OT A L---, 100 , 100

- el - w e e -

The written tegt will consist of a general test and
will cover the following:

JUNIOR STENOGRAPHER - Spelling, vocabulary, punctua-
tion, capitalization, correct
isage, grammar, and comprehen-
sion

SENIOR STENOGRAPHER - Spelling, vocabulary, punctua-

; ' ‘ tion, capitalization, correct
usage, grapmmar, comprehension
and office practice

The first subject, General Test, will be given on May
6, 1973 and only those who obtain at least 60 in this
subqeot will be eligible to take the tests in Steno-
graphy and Copyin from Plain Co typewritin

These teets will he held on a date to be announeed
later.

Dictation in the Junior §tenographer examination will
be givgn at the rate of 70 words per minute while that
in the Senior Stenographer examination at 100 words
per minute. Transcription shall be a VERBATIM (word
for woyd) regproduction ofthe material dictated. A
minimum rating of 60 is required in Stenography, Com-
petito;s who obtain a rating below 60 in the Steno-
graphy test will be disqualified from further conside
eration and their performance in Typewriting will not
be ratgd. They will be considered as not having
qualified in the examination. To be considered eligi-~
ble, oompetitors must obtain a general rating of not
less than 70 in the complete examination,

Every oompetitor must provide himself with a typewriter
in good working oondition on the day of the Typing
Test. A competitom yithout a typewriter will not be
admitted to the examination room and reexamination, will
not be granted because of a faulty typewriter. The
oompetitor should also bring with him a atenographer's
notebook that will allow him to take the dictation even
without a desk to write on,
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MINIMUM REQUIREMENTS

Applioants must meet the requirements given below,

Edqoation and Experience

JUNIOR STENOGRAPHER
Have sucoessfully completed at least two years of
college work inoluding or supplemented by a course
in etenography (this course may be substituted by
eix months of  experience as stenographer in a
government or reputable private office,)

SENIOR STENOGRAPHER

1. Have sucoessfully completed at least two years
of college work including or supplemented by a
colrse in stenography (this course may be sub-
stituted by six months of experience as steno-
grapher in a government or reputable private
office); and

2, Have at least one year of experience as steno-
grapher in a government or reputable private
officeg duly certified,

Substitution allowed

For every year lacking in the college education
required, one year of experience as stenographer
or in a higher position in the Secretarial .Steno-
graphic Group in a government or reputable private
off;ce may be subetituted, but only experience in
excess of the minimum required shall be accepted.

An applicant may apply for both examinations if he
meets the minimum requirements for each examination,
but should file an application for each one, indica-
ting on each application that he also applied for
the other examination,

All education, experience, and training must be
duly certified.

- Age Limits
Applicants must be not less than 18 or more than 40
yeqts of age on the date of the examinations, The
age 1imtts do not hovyevyer, apply to thoge whao are
alreaqy in the government service on the ‘day- of the

qxaminations. , M;;
Citizenship and Character

Applicants must be citizens of the Philippines and ;
must pe of good moral character.

Physical Condition

Applicants must be in good health and free from
physical defects to enable them to meet the phye-
ical standard deemed necessary for the position.

PR REE
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EXAMINATION FEE
An examination fee of P2.00 is charged each applicant
for admission to the examination in accordance with
Article VIII, Section 38 of R.A. 2260, as amended by
Section 15 of R.A. No., 6040, In exchange for P2,00
the applicant will be given an Admission Fee Stamp
which he should paste on his application form, Those
who apply by mail should enclose with their applica-
tions a postal money order for P2,00 payable to the
order of the Civil Service Commission.
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SELE-ADDRESSED STAMPED ENVELOPES FOR NOTICE OF ADMISSION

AND REPORT OF RATING
Applicants must attach to their applications self-
addressed stamped envelopes for the notice of admis-
sion. On the date of the examinations, besides their
noticea of admiseion, they. must also bring with them
self-addressed stamped envelopes to be used to mail
their reports of rating.

PHOTOGRAPHS
Every competitor should attach to his application
form at the upper right-hand corner a 1" x 1" copy

of his recent photograph. On the day of the exami-
nations, he should also have with him another copy
of the photograph. Both c0pies of' the photograph
should bear his signature.

HOW TO APPLY
What to file
1. C.S. Form 100
2. Certification of education, training, and/or
experience

Where to get forms
Application forms may be obtained from the Appli-
cation Division, Recruitment and Examinations
Department Civil Service Commiasion, Ablaza Build-
ing, 117 E. Rodriguez, Sr. Avenue, Quezon City.

Where and when ta file
Applioations may be filed with the Application
Division, Recruitment and Examinations Department,
Civil Service Commission, Ablaza Building, 117 E.
Rodriguez, Sr, Avenue, Quezon City, not later than
March 30, 1973, or if mailed, must be postmarked
not later than March 23, 1973.

NOTICE

Appeal fraom rating in a civil service examination
shall be filed in writing by the examinee with the
Oommissioner within six months from the date of the
release of the results of the examination concerned.
Thereafter, no appeal shall be entertained. (Sec-
tion 6(c), Ryle IV, Revised Civil Service Rules)

Issued, February 5, 1973"

You are hereby enjoined to disseminate this infor-
mation to your subordinates and eéncourage those who
meet the admission requirements to apply for the exami-
nations.,

February 26, 1973
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